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RD I nstruction 2018-G

PART 2018 - GENERAL
Subpart G- U S. CGovernment Mdtor Vehicle Operator's Instructions
§ 2018.301 General.

This Instruction states policies and procedures on the operation of
CGover nrent - f ur ni shed vehicles (GFVs) and Gover nment - owned vehicl es (GOVs) by
enpl oyees in order to properly carry out assigned official duties. This
Instruction supplements the Federal Travel Regul ations (FTRs) and the
Agriculture Travel Regul ations (ATRs) which are available in each Rural
Devel opnent office. The Federal Property Managenment Regul ations (FPMR), the
Agriculture Property Managenment Regul ati ons (AGPMR), and Depart nent al
Regul ati ons (DRs) 2600-1 and 5400-5 which are referenced in this Instruction
are available in each Rural Devel opment State O fice.

§ 2018. 302 Coverage.

(a) This Instruction applies to Rural Devel opment enpl oyees who operate
GFVs or GOVs as part of their duties and need the vehicle on a

conti nui ng assi gnnent basis or on a trip-by-trip basis when it is best
for the Governnent. Such enpl oyees are considered incidental operators.

(b) The use of GFVs or GOvs for official transportation is generally
advant ageous to the Government; however, sone situations warrant use of
enpl oyees’ privatel y-owned vehicles (POVs). CQuidance for determning
the travel circunstances for utilization of POVs and authorized

rei mbursements is contained in RD Instruction 2036-A.

§ 2018. 303 Requirenents.

Rural Devel opnent enpl oyees operating GFVs or GOVs shall have a valid
State drivers license in their possession issued by their state of residence.
Costs associated with obtaining the drivers license are the enpl oyees’
responsibility.

§ 2018.304 Responsibilities.

(a) Assignnment and control. State Directors, the Director, Property
and Supply Managenent Division (PSMD), St. Louis, and the Director,
Support Services Division (SSD), National Ofice, can request vehicles
fromthe nearest General Services Administration (GSA) notor pool.

DI STRI BUTI ON: WBDC Busi ness Servi ces
Cener al
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RD I nstruction 2018-G
§ 2018.304(a) (Con.)

Notify the Director, SSD, if the notor pool cannot make a nmonthly

assi gnment of vehicles. |If the office urgently needs a vehicle, you may
| ease a vehicle conmercially on a short-termbasis. Submit requests for
commercially | eased vehicles in excess of 60 consecutive days to the
Director, SSD, for submission to the Department for approval.

Supervi sors are responsible for seeing that all GFVs and GOVs under
their custody have full use. State Directors and the Director, PSVD
shall provide SSD a |ist of vehicles assigned to their offices at the
begi nni ng of each fiscal year

(1) Air conditioning may be requested from GSA in areas having 70
or nore degree days during the 4 hottest nonths. Approval is needed
fromthe Director, SSD, before installing any other special purpose
equi prent in GFVs or GOVs. Cellular phones (if used) should be
portabl e and not permanently wired into the vehicle.

(2) Supervisors are responsible for ensuring that all enpl oyees
under their supervision are fully acquainted with the requirements
governi ng the proper care, operation, nmaintenance, and protection of
GFVs and GOvs.

(b) Authorized use. Enployees shall use GFVs and GOVs for only

of ficial purposes. Oficial purposes do not include transportation of
enpl oyees between their residences and pl aces of enpl oynment unless

aut horized in accordance with DR 5400-5 and properly documented in
accordance with paragraph (c) of this section.

(1) Enployees who willfully use or authorize the use of GFVs or
@Ovs for other than official purposes are subject to disciplinary
action ranging from suspension wthout pay for not less than 1 nonth
to renoval fromoffice.
(2) Oficial purposes include:

(i) Between official stations and temporary duty | ocations;

(ii) Wthin the confines of enployees’ official duty stations;

(iii) Fromcomon carrier termnals at tenmporary duty stations
to place(s) of business;

(iv) Fromconmon carrier termnals at tenporary duty stations
to places of |odging;
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§ 2018.304(b)(2) (Con.)

(c)
Deve

(v) From places of |odging to places of business at tenporary
duty stations where reasonable public transportation is not
avai |l abl e or where the use of GFVs or GOVs for such purposes
woul d be advant ageous to the Government;

(vi) To obtain goods and services necessary for the health and
wel | - bei ng of enpl oyees while in an overnight travel status,
such as restaurants, barbershops, beauty shops, religious

servi ces, drugstores, and |laundries, when such services are not
avai l abl e without transportation and no public transportation

i s reasonably avail abl e.

(vii) While traveling outside the official duty stations, but
not in an overnight travel status, only for the purposes cited
i n paragraphs (b)(2)(i) through (vi) of this section and to
obtain unch when such services are not avail abl e without
transportation and no public transportation is reasonably
avai |l abl e.

(viii) To obtain emergency nedical services.

(ix) Enployees shall not transport nembers of famly, friends,
or other unrel ated persons in GFVs or GOVs.

Using GFVs or GOvs for home-to-work transportation. Rura
opnent enpl oyees shall not use GFVs or GOVs for home-to-work

transportation unl ess:

(04-17- 02)

(1) His or her job series is listed in Appendix A of DR 5400-5, and

(2) Only when the enployees are actually engaged in field work
which requires their presence at various locations that are a

di stance fromthe official duty stations’ conmuting areas or at
renote | ocations accessible only by Governnent - provi ded
transportation IF the efficiency and econony of the Government is
i ncreased; and

(3) Approved Forms AD 728, “Request and Authorization for Home to
Work Transportation,” are on file in the enployees’ State Ofice(s).
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§ 2018.304(c)(3) (Con.)

(i) Requesting enployees shall submit Form AD- 728 to the Rural
Devel opnent State O fice by the first day of the beginning of
each quarter of the fiscal year for consideration.

NOTE: Home-to-work transportation is not an entitlenent nor a
right sinply because the enpl oyees’ job series are included in
Appendi x A of DR 5400-5.

(ii) State Directors will review and approve the AD 728s for
enpl oyees who neet the criteria in paragraphs (c)(1) and (2) of
this section. Forward all other AD 728s to SSD for action.

(iii) Submit, within 5 days of approval, one copy of all Forms
AD- 728 to SSD.

(iv) State Ofices will maintain appropriate |ogs and vehicle
usage records in accordance with DRs 5400-5 and 2600-1.

(d) Liabilities and responsibilities.

(1) Enployees are liable for fringe-benefit taxes if they use G-Vs
or GOvs for commuti ng between home and work more than 1 day a nonth;

(2) Responsible for maintaining vehicle usage records; and

(3) Responsible for providing usage records and documentation for
reporting autonobile conmuting use to their supervisor(s) for
inclusion in tine and attendance reports as required by DR 2600-1.

(e) Smoking policy. Snoking is prohibited in all GFVs and GOVs. This
prohi bition applies to all tobacco products. |If violated, the office to
whi ch the vehicle was assigned will be charged by GSA for the cost of

cl eaning the affected vehicle.

§ 2018.305 Criteria for verification of need and use.

Enpl oyees who need a vehicle on a continuing assignment basis and average
nore than 1,000 niles per nonth or on a trip-by-trip basis when it is in the
best interest of the Government will use GFVs and GOVs.

(a) Incidental operators are responsible for:
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§ 2018. 305(a) (Con.)

(1) Conpleting and submtting Form RD 2018-1, “Vehicle Comm tnent
and Aut horization Form” to the appropriate official by July 15 each
year (including enployees who use their POVs). Field office

enpl oyees will submit forns to the Administrative Program Director.

(2) Notifying their supervisor imediately if their State drivers
license is revoked, suspended, or not renewed.

(b) The appropriate approving officials are responsible for:
(1) Reviewing for accuracy their enpl oyees’ Fornms RD 2018-1.
(2) Retaining appropriate records, Forns RD 2018-1, other related
materials, and files of nmotor vehicle operators under their

supervision for 3 fiscal years.

(3) Reviewing mleage yearly to determine if use of a GFV, GOV, or
POV is nost advantageous to the Government.

§ 2018.306 (Operating vehicles.

Al State Ofices, the Director, PSMD, and the Director, SSD, are
responsi bl e for issuing guidance to their respective enployees to assure al
i nci dental operators use care and are economc in the operation of GFVs or
GOvs. It is mandatory that operators and all passengers in GFVs or GOVs use
safety belts. Operators must adhere to all State and | ocal |aws and
regul ati ons and obey all speed limts.

(a) Using self-service punps. The use of self-service fuel punps is
mandat ory for GFV or GOV operators who purchase fuel at commrercia
service stations where self-service punps are available. The only
exceptions to this policy are:

(1) For GFVs, the nonavailability of self-service punps at a
service station under defense fuel supply center contract for fuel

(2) For both GFVs and GOVs, the physical linmtations of the vehicle
operator.

(3) For GFVs, the refusal by a service station to honor the SF-149,
“U. S. Governnment National Credit Card.”
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§ 2018. 306(a) (Con.)

(b) Services and inspections. Arrange all maintenance repairs (except
for on-the-road energenci es) and inspections of GFVs with GSA. Conduct
all maintenance and repairs of GOVs through | ocal service stations or
deal ershi ps. Have inspections of GOVs, if required by State | aw,
conducted at official State inspection stations.

(c) Recordkeeping. Al offices nust keep adequate records of vehicles.
At a mnimm adequate records for GFVs include: physical |ocation
body type, tag number, nileage, and nonthly rental costs of each
vehicle. At a mninmm adequate records for GOVs are: the physica

| ocation; purchase price; the mleage; and fuel, oil, and maintenance
costs.

(d) Accidents or damage. Operators shall inmediately report accidents
or damage to GFVs or GOVs to their supervisors. |f enployees cause

vehi cl e damage through m sconduct, the Agency is financially
responsi bl e; however, enployees may be held financially accountable.

M sconduct i ncludes vehicle operation under the influence of al cohol or
narcotics and willful abuse or misuse of a vehicle. State, Finance, and
Nati onal Offices are responsible for disciplining their enpl oyees who
cause damage to GFVs or GOVs through m sconduct.

(1) Operators’ responsibilities. After an accident, operators mnust
give aid to any injured person and give warning to other motorists
of anything resulting fromthe accident that can have an effect on
public safety. However, operators will not:

(i) Gve encouragenment to any person in an accident to make a
cl ai m agai nst the Government or help in a claimthat is nade.
(Refer to RD Instructions 2042-A and B.)

(ii) Gve notice that any settlement will be rmade for damages
or personal injuries.

(iii) Discuss any agreement of a claimfor damages or persona
injuries froman accident.

(iv) Wite about a claimw th a person other than a Government
adm ni strative official, unless specifically authorized by the
Di rector, SSD
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§ 2018.306(d) (Con.)

(2) Reporting accidents or damage. GFVs have Operator's Packets
whi ch contain an accident reporting kit with instructions. For GFVs
and GOVs, reports on accidents or damages nmust be nmade to State,
County, or Municipal authorities as necessary by |aw and 41 CFR
101-38. 601 and 101-39.4. Make investigations and reports on
accidents in accordance with RD Instructions 2042-B and 2069- A

(3) Responsibility for danage. GSA will charge all GFV repair
costs to Rural Devel opnent including tow ng, making repairs, or

repl acenent if a total loss. GSA will prepare and provide the
Agency with an accident report and provide Form GSA 1594 (FL),
“Interagency Mdtor Pool System” The office responsible for the GFV
nmust conplete the billing questions on the formand return to GSA
Based on information on Form GSA 1594, GSA will provide a bill to
the Agency. After review, it should be forwarded to the Nationa

Fi nance Center for payment. The office having custody of the
vehicle will be charged for all costs.

(4) Persons other than the operators of GFVs or GOVs at fault.
Qperators will provide a report (including accident reports, police
reports, and data on the accident and its investigation) to their

i medi ate supervisors for subm ssion to GSA's Regi onal Counsel where
the vehicle was issued. The Regional Counsel wll take action for
the recovery of the Government claimand will give the Agency copies
of legal papers and reports on claimprogress and final settlenent.

(5) Theft of GFVs or GOVs. Operators shall notify their immediate
supervisor, the local or State police, the nearest Federal Bureau of

I nvestigation, the appropriate GSA motor pool chief, and the
Director, SSD, of any theft of GFVs or GOVs, vehicle parts, or their
recovery.

§ 2018. 307 Storage of Governnent notor vehicles.

Storage of GFVs and GOVs nust be in safe facilities. Ofices shall make
every effort to obtain free storage at or reasonably near the office.

(a) Obtain commercial rental storage in accordance wi th procurenent
regul ations if free storage space is not avail abl e.

(b) Vehicles shall not be stored at or near enployees’ private homes

unl ess the enpl oyees’ residences are their official duty stations of
record.
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§ 2018. 307 (Con.)

(c) State Ofices shall submit witten requests to SSD for
consi derati on on exceptions to either paragraph (a) or (b) of this
section.

8§ 2018.308 - 2018.350 [Reserved]
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